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Manager Self-Service 
View for HR Administrators 

 
KHRIS Manager Self-Service is available to holders of positions that have been assigned the MSS role, based on their 

“Chief” or “Reports to” relationships maintained within KHRIS. It provides an additional tab in the KHRIS portal which 

allows managers to view certain HR data for their employees. 

While it is beneficial to have this information accessible to managers, it can be confusing when a HR Administrator is 

faced with a question about something they cannot see. The information the manager is viewing is accessible to a HR 

Administrators, just in a different view, via the KHRIS GUI. Additionally, as not all HR Administrators are assigned the 

MSS role, it is possible they don’t know what type of information is even being accessed by the managers.  

In order to provide HR Administrators with the knowledge of what their managers are viewing, we have provided the 

following information: 

 Outline and details of the MSS iViews 

 Screenshots of the MSS iViews and where applicable, Infotype information indicating where the data is pulled 

from within the KHRIS GUI. 

 

Managers access Manager Self-Service (MSS) through the KHRIS Self-Service Center (portal), using the same User ID and 

Password used to access Employee Self-Service (ESS). 

 

 
 

Once logged in, they arrive at the ESS Welcome Screen and then select the Manager Self-Service (MSS) tab to move to 

that iView. 
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The Manager Self-Service page then appears: 

 
 

Below is a breakdown of the MSS Information: 
 

1- Team Calendar: 

This information is useful in viewing past absences that have been processed through payroll. 

 
If you hover over a date it will tell what kind of leave was used and how much. 

 

2- Who’s Who: 

To locate other state employees, you can utilize this search tool. (This is not unique to MSS as it is also available under 

Employee Search on ESS.) 

 

3- Employee Information: 

Very useful to managers and one of the main places they will access employee information. 

 

Once the link is selected, the main page loads with a list of employees that report directly to the manager, appearing at 

the top.  
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The employee name, PERNR and a link to send an email (if address is available) is visible.  

A checkmark within the Management Function column indicates that the employee, who reports to this manager, is also 

a manager. A checkmark within the Organization column indicates that the employee is within the same org unit as the 

manager.  

 

If you change the Display to ‘Organization Information’, this list expands to include Position title, Org Unit title, Cost 

Center title, and the Personnel Area and Subarea. 

 

This view can be changed to “Employees from Organizational Units” which displays the org structure from the level the 

manager sits and below (within structural authority). This view then allows the manager to select specific units (double 

click) individually, which produces a list of employees within that unit to the right. 

 
 

[They can return to their Direct Reports by changing the selection on the drop down list.] 

 

Once returned to that original view, listing the direct report employees only, information on the employees can be 

accessed. In this view, information is immediately visible for the employee at the top of the list. By selecting a different 

employee name, the information will change accordingly. See below for an example of the information shown. 



PC/DHRA/DEM 
OCT 2014 

 

 

 

4- Resources for Managers/Supervisors: 

A collection of managerial tools have been made available on this single page for managers. Once selected, this link 

opens in a separate window allowing their MSS session to continue. The same information is accessible to HR 

Administrators via the HR website under Resources/Reference/Misc.  

https://personnel.ky.gov/Pages/Manage.aspx
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5- Reports: 

Another useful tool for managers. This is where managers can run two different reports:  

 

1.)Leave Balances- For the purpose of approving leave, managers can run this report to view their employees’ balances 

based on the last payroll period processed. When the link is selected, a pop-up window appears: 

 
Just like HR reports in KHRIS, there are different options for running the report. The manager can enter a single PERNR in 

the blank field to the right (which simply regenerates information visible already under Employee Information), click the 

arrow to open a window to enter multiple PERNRS (again this is already visible for individuals under Employee 

Information- but allows it to be reported on and viewed all together), or enter a Cost Center in the blank field to the 



PC/DHRA/DEM 
OCT 2014 

right of that option and run the report for all employees within the manager’s org structure for which they have 

structural authorization. They can even set-up a variant to use for future reporting needs. 

 

A report on an individual, returns in this manner: 

 
 

2.)Master Position Listing- For various reasons, such as performance planning, managers can run this report to create a 

list of all of their employees along with pertinent information related to their positions (Org Unit, PERNR, Position 

Number, Title, Status, etc). When the link is selected, a pop-up window appears: 

 

 
The manager can enter the effective date and click Execute. The report returns results the same as you would see if 

running the MPL in the GUI without a variant. It is a large (width) report (reason for no screenshot) and does have some 

options for hiding columns and even exporting to a spreadsheet. 

 

6- Tutorial: 

This link opens a tutorial, in a separate window, which covers the basics of MSS. It provides Managers with instruction 

on how to use MSS properly. This link is available to everyone from the Personnel Cabinet website under 

Resources/Training and Development/KHRIS/MSS. 

 

 

If you have questions regarding Manager Self-Service, please submit a Business request for assistance.  

https://personnel.ky.gov/Pages/learning-KHRIS-MSS.aspx

